
New Jersey Department of Environmental Protection 
NOTICE OF VACANCY 

Posting Number: WLM-2022-1T 
_________________________________________________________________  

 

  (  ) DIVISION/PROGRAM         (  )  DEPARTMENT        (  ) NJ STATE EMPLOYEES        (X) GENERAL PUBLIC 
                                                                                     

TITLE: Administrative Assistant (Temporary Position)                   SALARY: $16.00/hour 

 

OPENING DATE: April 5, 2022                    CLOSING DATE:  April 20, 2022 

 

EXISTING VACANCIES: One (1)                     WORKWEEK: TBD 

             

PROGRAM/LOCATION:  DEPARTMENT OF ENVIRONMENTAL PROTECTION  

     Watershed and Land Management Program 

     Division of Climate Resilience Design and Engineering 

     Bureau of Dam Safety and Engineering 

     44 S. Clinton Avenue, 3rd Floor 

     Trenton, NJ 08625 

 

SCOPE OF ELIGIBILITY: Open to applicants who meet the requirements below. 

 

SPECIFIC TO THE POSITION: Individual will report to the Manager of the Bureau of Climate Resilience Design and Engineering and will 

perform administrative functions for Bureau, including being a liaison to other division/units; maintain, schedule and update calendar for 

manager; expedite and coordinate required services. Plan, schedule, attend meetings and prepare reports. Maintain files, backup documentation 

type, and process, sort, and route both routine and confidential correspondence and reports. Pull and obtain relevant files and materials for 

review of Bureau Chief and others. Pull and provide requested information to divisions and other groups. Make speaking and travel 

arrangements for staff; prepare and maintain reports and invoice tracking logs. Communicate and schedule appointments. Organize the 

tracking/forwarding of fiscal invoices and correspondence. Prepare routine correspondence.   

 

REQUIREMENTS: 

 

LICENSE: Appointees will be required to possess a driver's license valid in New Jersey only if the operation of a vehicle, rather than employee 

mobility, is necessary to perform the essential duties of the position. 
 

AUTHORIZATION TO WORK: Selected candidates must be authorized to work in the United States per the Department of Homeland 

Security, United States Citizenship and Immigration Services Regulations. NOTE: The State of New Jersey does not provide sponsorship for 

citizenship to the United States.    

 

NOTE: Interviews will be granted based on the cover letter, resume, and credentials submitted in response to this notice.  Please include the 

posting number in the subject of the e-mail when submitting your credentials.  

  

To qualify for New Jersey Veterans Preference/status, you must establish Veterans Preference through the Department of Military and Veterans' 

Affairs. Please submit proof of your Veterans Preference along with your resume as indicated below. For more information, please 

visit https://www.nj.gov/military/veterans/services/civil-service-preference/  

 

SUBMIT LETTER OF INTEREST, RESUME AND E-MAIL ADDRESS BY 4:00 PM ON THE CLOSING DATE TO:               

 

              Sam Baldeo 

                            E-mail Address: LUM.resumes@dep.nj.gov 

   

 
POSTING AUTHORIZED BY:            Phiroza Stoneback, Manager 

                                   Division of Human Resources  

__________________________________________________________________________________ 

The New Jersey Department of Environmental Protection is an Equal Opportunity Employer and is committed to inclusive hiring 

and a diverse workforce. We strongly encourage people from all backgrounds to apply. Accommodations under ADA will be 

provided upon request. 
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